9.2 ESS Update Home and Mailing Address
(Fluid)

Purpose: Use this document to make changes and/or updates to employee home and
mailing address in ctcLink.

Audience: HR Admin/Employees.

Navigation: Employee Self Service (Homepage) > Personal Details (Tile)

¥ Employee Self Service

OnBoarding Activities Careers

m Get Started

Payroll

Last Pay Date 05/24/2019

Benefit Details

+

>

1. The Personal Details page displays.

2. The Addresses section defaults on the homepage to display the current Home and Mailing
Addresses.

3. Select the Home Address grid.
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Personal Details

< Employee Sell Service

i Addresses Addresses
.’ Contact Details Home Address
t

:;: Social Media Current >
B Mantal Status
B Name Mailing Address

Ethnic Grou
:ﬂl 2 Current >

L5 Emergency Contacts
&, Additional Information
&, Disability

&L Veteran Status

& Form 19

4. The Address pagelet displays.
5. Change date for Change As Of if necessary.
6. Fill in updated address details.
7. Select the Save button.
Cancel Address

Employee Instruction

To save United States addresses at least one of the following fields must get populated: Address 1, Address 2, Address 3

Change As OF ID1I01QUZU'

I

Address Type Home

Country | United States

Address 1 I

Address 2

Address 3

City [

State I

Posial I

County

8. The Addresses homepage displays with updated address information.
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Addresses

Home Address

Current

As of 01/01/2020

Mailing Address

Current

9. The process to update the home or mailing address is now complete.

10. End of procedure.
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